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Chapter 1. Reports Overview

The DTReportsanalyzeand presentlata from DTS travel documents and personal profiles. The reports
ISYSNIGSR INB @AGEHt (22t a T2N YAIDTS BpoyfsTeqai@gmidatd™NA | y A 1
accessand in addition, some require additional permission levels or role appointments. To create a report in

DTS, you must enter search criteria, whigimvary depending on the type of repoior the best reults,

identify as many specific criteria as possjtib return a more focused report in less tinghile many reports

return resultsquickly otheramay take longedepending upon the amount of data being compiled andld run

during nonpeak hours. For most reportBTS emails you when the mp is read for youto retrieve the data.

DTS offers a variety of reports, which you run from different locations. As a quick summary:

1 DTS Report Schedules the main source for reports on travel documents. Frorihére are 63
different reports, grouped into 1b6ategoriedor DTAs with the proper access to rurhese reports
primarily provide details on travel and personal profilesof MBI YA T I G A2y Q& LISNE2 Y
provides information about all of them.

1 DTS Budget Modulallows a DTA to run fowbudget-related reports. This manuabddresses these
reports.

1 DTA Maintenance Todllows a DTA to request to up to 12 reports (eMiew Listreports) that
LINE BARS RS{GFAf & Fo62dzi @2 dzNJ 2 NFéopld antl LONSs Manal5 ¢ { |
in Chapter5 addresses running a view list, thie entire processs availablén the DTA Manual,
Chapters 4.

1 Business Intelligence Reporting Tool (BIRKpu have access to it, provides more advanced reports,
and possibly even create your own unigque reports through the tool. Since BIRT use varies widely, your
local organization or Component must provide ymtailedinformation about BIRT.

1 Specialized DTRlodules(if you have access) permits a DTA to run reports in modules such as the
CentrallyBilled Accounts and Debt Management. For more on these modules, s€&Bthle
Reconciliation Manuahnd theGuide to Managing Travel Incurred Debt

On the DTMO weli®, underTrainingSearchlroolare variousmanuals, guidesand other training resources
(Figure 161).

Training Search Tool

Search for training resources by keyword, user role, or type. If no options are selected, all
training will display below

WWhen searching by keyword, include guotation marks around search terms to return only
results with exact phrasing (i.e. "travel card” will yield results that contain the exact phrase
‘travel card™). Without quotation marks, the database will search for both "travel” and “card"
{results will include terms separately)

e m

Role hd
Type Any ~
Topic
Series

Sort Recent ~

Figure 101: Training Searchool

Defense Travel Management Office 5
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Chapter 2: Report Scheduler

You access DTSHitps://dtsproweb.defensetravel.osd.mil/d@pp/pubsite/all/view/. Once logged into the
system, you can perform administrative actiomfieReportSchedulerallows you to requesa variety of
reports. You must have organization access to selecRémort Schedulerin addition, you may need
specialized permission levels or role appointments to run a report.

To run a report, select the required one, define tharameters of the report, and submit the request. DTS
creates the report offine andemails you when the report is available ftwwnload.

All reports provide a descripticand listsdatathat is includedReports that require a specified date range can
only retrieve data for travel documents created in the last 15 months and for a date range of up to 3Ttdays.
Unsubmitted Voucher Reporand theAudit Trail Reportsare exceptions to this rule. Reasons for date
constraints for those reports are in theport descriptions below.

To request and downloadReport Schedulereport:

1. From theDTS Dashboar(Figure D-2), hover overAdministration, then €lectReportScheduleifrom
the Reportsoptions. TheReportSchedulerHomescreen (Figure®3) opens.

System Status: @ EWTS v

‘ ‘ @ Helen D West v/

Defense Travel System
N

Home Trips v Travel Tools v Message Center

OQ Administration |I|| Reports
< : ~ |
Trips Awaiting Action Budget Tool [ Report Scheduler &' DTA Maintenance Message Center
- R Tool
)TA Ma a
DTA Maintenance Tool £ Eﬂ Read-Only Access (ROA)
Self Registration Administration
o ROA Invoices

My Travel Docu

Your upcoming, current, and f Delegate Authority

Document Unlock Tool

Figure D-2: DTS DashboaglAdministrativeMenu

Below is a list of your pending/completed reports. Please select the download link to access completed reports. Reports are available for download for a maximum of 7 days after
completion. Certain reports are scheduled to run at specific times to balance system load. When you request a report, you will be notified of the scheduled runtime in the request
confirmation text.

» Request New Report : Refresh Reports List

Requested Reports

Report Name Report Criteria Requested Date Next Run Time(Approx.)

Figure D-3: ReportScheduler Home Page

2. SelectRequest New ReportTheRequest New Repowcreen (Figure 1@) opens. It displays the types
of reports availableBluelinksare selectableGrey texts view only.

Defense Travel Management Office 6
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= Report Scheduler Home

The following reports are available in the Report Scheduler. Please select a report below to continue:
Unless noted otherwise, report data is current as of May 31, 2022 10:41:48 AM
The report scheduler reports have a maximum row limit based on the data source used when generating the report as follows:

- Report limited to a maximum of 40,000 rows when using current data.
- Report limited to a maximum of 100,000 rows when using cold copy (last extract data).

Status Reports
» Pending Airline Cancellation Report
» Signed Status
» Depart Status
» Return Status
» Approved Status

» Traveler Status

» Travelers by Country

Figure D-4: Request New Repdcreer(Partial Listing)

3. Select the link identifying the report you want to run. A search criteria screen opens (exact details vary
per report type; see descriptions belowjote: DTS markeequiredinformation with a red asterisk.
Items without a red asterisk am@ptional

4. Fillin the report criteria and then seleBubmit A screen (Figure 1%) displays the remainder of the
process and lets you know when DTS will run the report and the email address DTS will use to notify
you that the report is ready. If your personal profile does not contain an email address, the message
notes that fact and sggests a time to return to thReport Scheduleto check the report status.

The report has been submitted as a backeground task on the DTS server. When the report is completed, you will be notified via email at

that your report has been created with instructions on how the report can be accessed for viewing and
downloading. The amount of time it takes for the report to run depends on the number of reports waiting to process and the number of
travelers using the system. Certain reports run at specific times to balance system load. Your report is scheduled to run on Jun 1, 2022
10:15:21 AM

Figure D-5: Reports Process Explanation Screen

5. When you get the email (or once the report is available), return toRbport ScheduleHome page
(Figure 1€2). It lists the reorts you requested and their current status:
9 If the report is not yet ready, th8tatuscolumn showskequested and theDownloadcolumn is empty.
1 If the report is ready, downloadlink appears.
o0 Reports remain available for download for 7 days after thegleted date.
o If DTS found no information within the search parameters you enteredpthenload
column also displays the commemNd Data Founl

6. Selectdownloadto open a report. Open to view the report now, $aveit to view later.Note: If the
comment o Data Founylappeared in step 5, you can still download, view, or save the report, but the

Defense Travel Management Office 7
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report will contain no datayYou may need to change the criteria and run the report again to achieve
results.

Sections 2.1 through 2.13 contain specifiiormation about all the reports available through tReport
Scheduler

2.1 Status Reports

Status Rports provide information about the routing process from the point of view of a trip, trip documents,
or travelers.

2.1.1 Pending Airline Cancellation Report

ThePending Airline Cancellation Repgptovides a list of authorizations containing reservations in a confirmed
status(CTO BOOKEhat the AO has not stampeaPPROVERIthin a selected number of hours.

ThePending Airline Cancellation Repattsplayshe:
1 Organization Name

TraveleMame(Last/First/Ml)and Last4 SSN

TravelerEmail Address

PNR Locator

DocumentNameand DocumentQurrent) Satus

= =4 4 -

9 FlightDepartureDate andrlight Departurélime (earliest flight)
Follow the steps outlined in Section 2, Numbei$ tb run aPending Airline Cancellation Report

Figure 166 shows thePending Airline Cancellation Report Search Critextaeen.

The Pending Airline Cancellation Report will provide the user with a list of travel authorizations containing airline reservations that have
pending routing actions. The report will assist the user in identifying authorizations requiring action (e.g. REVIEWED and APPROVED) to prevent
the cancellation of airline reservations. The Pending Airline Cancellation Report will be generated according to the given DTS organization and
number of clock hours (minimum 24 maximum 150), which is based on the flight departure date and time. Included in the report is the
organization, traveler name, 55M, email, PMNR locator, departure date, departure time, document name and document status.

Pending Airline Cancellation Report Search Criteria

FPlease Mote: A Red Star ( * ) indicates a field is required.

(Start typing

* Organization:

(minimum of 2 EJD Eetl . .
characters) reanizational
Access)

Include Sub —
Organizations: U

Number of

Departure:
The report data requested will consist of current data when the search criteria organization field is an organization of 4 characters or more

(regardless of the include sub-organization selected). If search criteria is for an organization with less that 4 characters, regardless of the include
sub-arganization selected, the report data requested will consist of the most recent data as of the time of the last data extraction

Figure D-6: PendingAirlineCancellation Report SearChiteriaScreen

Defense Travel Management Office 8
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Table 161 explains the screen fields.

Table 161

PENDIN@IRLINECEANCELLATIGNEPORT SEARCH CRITERIA DESCRIPTION

Field Description
Organization Enter a DTS organization name.
Include Sub Check it to include information for subordinateganizations.
Organizations
Number of Hours to Enter a number between 24 and 150 to find authorizations tha
Departure the AO has not approved within that many hours before the

flight departure time (i.e., enter 48 to find all documents that
are both unapproved andithin 48 hours of flight time).

2.1.2 Signed Status Report

TheSigned Status Repogrovides information about documents that were stamp@ENEDvithin a specified
date range not to exceed 31 days.

TheSigned Statushows (as applicable) the:

1 Organizatn
TraveleName(Last/First/Ml)and Last4 SSN
TravelerEmailAddress
TDY Location ord3tination
AOEmail Address
520dzySyiQay
Name,and Type
TANUM
Trip Type, Purpose, and Escription

= =4 4 A -

Current Status, &te of thatStatus, and waiting Satus

Last AQApprove [@&te (Date stampedpproved

PNR bcator

Created, Signed and ApprovBdtes

Departure and Bturn Dates

Total Dayg DY

Total tripExpensesTotal RimbursableExpenses, andotal Amount Jaimed
Total of Commercial Plane (CP) amtn@ercialRail (CRExpenses

Total of CP and CR expenses that are being reimbursed via Government Travel Charge Card
(GTCC; though DTS sometimes uses the abbreviation GOVCC)

o0 Amount ofAdvances an&cheduled &tial Payments (SPPs)

O O 0O 0O O o o o o o o o

Defense Travel Management Office 9
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o Standard Document Number (SDN)

9 Indicator of whether:
0 The trip was cancelled
Actual costs were used

Constructed Travel was used
Multiple LOAs were used
The trip was Foreign Travel
The document was-Entered

O O O o o o o

A nonGSACity Pair was used
1 DTA ICEmail Aldress
1 LOALabel,Format Map, and Epenses

1 Reference

Follow the steps outlined in Section 2, Numbei8 tb run aSigned Status Repart

Figure 167 shows theSigned Status Report Search Criteseen.

June 23, 2022

The document or an advance or SPP request was rejected by a financial system

Signed Status Report Search Criteria

Please Mote: ARed Star (* ) indicates a field is required.

* Document

Type: [ALL |

* Organization:
{minimum of 2 |
characters)

Include Sub [
Organizations: —

“StartDater [ | _ (mm/dd/yyyy)
* End Date: [ ] _ (mm/dd/yyy)

Include LOA

Details: .

The Status report will provide the user with detailed document information for a given DTS organization, document type and date range
{maximum range of 31 days). Document data is retained in DTS for a pericd of 15 months. The date range is tailored to the particular Status
Report selected (signed date, approved date, depart date or return date). Optionally indicated in the report is Line of Accounting detail
infarmation which will provide the label, full LOA detail, amount allocated and appropriate SDM (Standard Document Number).

(Start typing
to get
Organizational
Access)

The report data requested will consist of current data when the search criteria organization field is an organization of 4 characters or maore
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include sub
organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction

Figure 107: Signed Status Report Search Criteria Screen

Table 162 explains the screen fields.

Defense Travel Management Office
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Table 162

SIGNED STATUS REPORT SEARCH CRITERIA DESCRIPTIONS

Field Description

Document Type Select the type of documenA(L, AUTH, GAUTH, VOHLVCH
to include inthe report.

Organization Enter a DTS organization name.

Include Sub Organizations | Check it to include information for subordinate organizations.

Start Dateand End Date Enter (or use the calendar tool to select) the date range to
search.
Include LOA Duils Checked it to include LOA details such as the label, LOA form

amount allocated, and standard document number.

2.1.3 Depart Status Report

TheDepart Status Repomprovides information on trips that are due to begin (or began) within the selected
date range.

TheDepart Status Reporshows the same information as ti8gned Status Repofsee section 2.1.2).
Follow the steps outlined in Section 2, Numbei8 tb run aDepart Status Report

Figure 168 shows theDepart Status Report Search Critesereen.

The Status report will provide the user with detailed document information for a given DTS organization, document type and date range
{maximum range of 31 days). Decument data is retained in DTS for a peried of 15 months. The date range is tailered to the particular Status
Report selected (signed date, approved date, depart date or return date). Optionally indicated in the report is Line of Accounting detail
information which will provide the label, full LOA detail, amount allocated and appropriate SDM (Standard Document Humber).

Depart Status Report Search Criteria

Please Mote: A Red Star (* ) indicates a field is required.
* Document
Type: [ALL v
* Organization: | Egtzgtt typing
(minimum of 2 s

- Organizational
characters) Arcess)

Include Sub
Organizations: D

‘StartDater [ | S\ [P,
ik — - P

Include LOA
Details: D

The report data requested will consist of current data when the search criteria organization field s an organization of 4 characters or more

(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include sub:
organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction

Figure 108: Depart Status Report Search Criteria Screen

Defense Travel Management Office 11
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Table 163 explains the screen fields.

June 23, 2022

Table 163

DEPART STATUS REPORT SEARCH CRITERIA DESCRIPTIONS

Field

Document Type

Description

Select the type of documenfA(L, AUTH, GAUTH include in
the report.

Organization

Enter a DTS organization name.

Include Sub Organizations

Check it to include information for subordinate organizations.

Start Dateand End Date

Enter (or use the calendar tool to select) the date range to
search.

Include LOA Details

Checked it to include LOA details such as the label, LOA form
amount allocated, and standard document number.

2.1.4 Return Status Report

TheReturn Status Reponprovides information on trips that are due to end (or ended) withia Helected date

range.

TheReturn Status Reporshows the same information as tl8gned Status Repo(see Section 2.1.2).

Follow the steps outlined in Section 2, Numbei8 tb run aReturn Status Report.

Figure 169 shows theReturn Status Report Seard@riteriascreen.

Return Status Report Search Criteria

The Status report will provide the user with detailed document infermation for a given DTS organization, document type and date range
(maximum range of 31 days). Document data is retained in DTS for a period of 15 months. The date range is tailered to the particular Status
Report selected (signed date, approved date, depart date or return date). Optionally indicated in the report is Line of Accounting detail
information which will provide the label, full LOA detail, amount allocated and appropriate SDM (Standard Document Mumber).

Organizations:

Include LOA
Details: D

Flease Mote: ARed Star ( * ) indicates a field is required.
* Document
Type: [AUTH ~
* Organization: | ;:;gtg:é typing
(minimum of 2 e

. Organizational
characters) Access)
Include Sub

O

kel — - R
The report data requested will consist of current data when the search criteria organization field is an erganization of 4 characters or more

{regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include suby
organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction

Figure 109: Return Status Report Search Criteria Screen

Defense Travel Management Office
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Table 164 explains the screen fields.

Table 164

RETURN STATUS REPORT SEARCH CRITERIA DESCRIPTIONS

Field Description
Document Type Select the type of documenAUTH to include in the report.
Organization Enter a DTS organization name.

Include Sub Organizations | Check it to include information for subordinate organizations.

Start Dateand End Date Enter (or use the calendar tool to select) the date range to
search.
Include LOA Details Checked it to include LOA details such as the label, LOA form

amount allocated, and standard document number.

2.1.5 Approved Status Report

TheApproved Status Reponprovides information about documents that received any of theofeihg status
stamps within the selected date range:

)l

= =4 -4 -

APPROVED
PROCESSED

CTO AMENDMENT
AUTO APPROVED
CANCELLED

TheApproved Status Repohows the same information as tlggned Status Repo(tee Section 2.1.2).

Follow the steps outlined in Section 2, Numbet8 tb run anApproved Status Report

Figure 1010 shows theApproved Status Report Seardriteria screen.

Defense Travel Management Office 13
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The Status repart will provide the user with detailed doecument information for a given DTS organization, document type and date range
{maximum range of 31 days). Decument data is retained in DTS for a periced of 15 months. The date range is tailored to the particular Status
Report selected (signed date, approved date, depart date or return date). Optionally indicated in the report is Line of Accounting detail
information which will provide the label, full LOA detail, amount allocated and appropriate SDM (Standard Document Number).

Approved Status Report Search Criteria

Please Mote: ARed Star ( * ) indicates a field is required.

* Document

- [ALL |

{Start typing

| to get
Organizational
Arcess)

* Organization:
(minimum of 2 |
characters)

Include 5ub
Organizations: l:l

* End Date: |:\ _ (mm/dd/yyyy)

Include LOA
Details: |

The report data requested will consist of current data when the search criteria organization field is an crganizaticon of 4 characters or more

(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include subf
organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction

Figure 1010: Approved Status Report Search Criteria Screen
Table 165 explains the screefields.
Table 165

APPROVED STATUS REPORT SEARCH CRITERIA DESCRIPTIONS

Field Description

Document Type Select the type of documenA(L, AUTH, GAUTH, VOHLVCH
to include in the report.

Organization Enter a DTS organization name.

Include SulOrganizations Check it to include information for subordinate organizations.

Start Dateand End Date Enter (or use the calendar tool to select) the date range to
search.

Include LOA Details Checked it to include LOA details such as the label, LOA form
amount allocated, and standard document number.

2.1.6 Traveler Status Report

TheTraveler Status Repogtrovides a list of document for a specific date range based on the date of departure
(within the last 15 months)You can also include cost data i tfeportif you check the Show Cost Fields box
TheTraveler Status Repodisplay includes (as applicable) the:

Defense Travel Management Office 14
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TraveleMName andLast4 SSN

TravelerEmail Address

Title/ Rank

Organizatiorand Component

520dzySydQay

Name, Vpe, and TANUM

TripDates, TDYDates, and TDYotation

TotalCost of Lodging, Airfare, Rental i | YR & 2 (i KS NE
DTA ID Emailddress

= =4 -4 A -

o O O o

Follow the steps outlined in Section 2, Numbei$ tb run aTraveler Status Report

Figure 1011 shows thélraveler Status Report Search Critesereen

The Traveler Status Report will provide the user with & list of travel documents within DTS for a given date range based on the date of
departure (within the last 15 months). Included in the report is the organization, traveler, 55N, email, traveler title and rank, service, TANUM,
departure date, return date, document type and document name and DTA email address. If you would like the report printed with cost related
columns: Ledging Costs, Cost of Airfare, Other transportation costs (I.E. POV, etc) and Rental Vehicle costs, select the option for Show Cost
Fields. Otherwise, do not select the option for the Show Cost Fields {ensure that the checkbox of Show Cost Fields is not checked).

Traveler Status Report Search Criteria

Please Mote: A Red Star | * ) indicates a field is required. Only cne of the T fields (either 1, 2) must be completed.

* Organization: | ftgt:e"'ttt‘fpiﬁg
{minimum of 2 .
characters) Ez‘gzg;ahonal
Include Sub

Organizations: O

Showe Cost Fields: D

+1 Start Date: E=
(mm/dd fvyy)
11 End Date: '
(mm/dd fvyy)
- OR -
12 TDY Date As Of: '
{mm /dd fyyyy)

The report data reguested will consist of current data when the search criteria organization field is an crganizaticn of 4 characters or more
({regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include subr
organization selected, the report data reguested will consist of the most recent data as of the time of the last data extraction

Figure 1011: Traveler Status Report Search Criteria Screen

Table 166 explains thescreenfields.

Defense Travel Management Office 15
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TRAVELER STATUS REPORT SEARCH CRITERIA DESCRIPTIONS

Field Description

Organization Enter a DTS organization name.

Include SulOrganizations Check it to include information for subordinate organizations.

Show Cost Fields Check to include additional cost information.

Start Dateand End Date Enter (or use the calendar tool to select) the date range to
search.

TDY Date As of Enter (or use the calendar tool to select) the select a single da
to search.

2.1.7 Travelers By Country

TheTravelers by Country Repoprovidesa list of travelers currently in or planning to travel to a selected
OCONU%®cation The report is 31 dayfsom current dateand applies tAPPROVEBRuthorizations based oa
singleselected countryNote: Location is limited to OCONUS U.S. States and U.S. Territories, and OCONUS
countries

TheTravelers by Country Repodisplay includes (as applicable) the:

= =4 -4 -4 -4 -8 -—Aa -2 _a -2 -2

=

TraveleMName

TravelerEmail Address

TANUM

TDY Arrival and Departure Date

TDY Locationiy and Country

AOName

AOEmMail Address

Traveler Servicand Active/Reserve
Grade/Rankand Civilian/Military

Organization Name)rganizatiorSte Name andDescription
Present Duty StatioName,Gty, andSate/County
Unit ID

Follow the steps outlined in Section 2, Numbei8 tb run aTravelers by Country Repart

Figure 1012 shows thélravelers By Countr$gearch Criteriagcreen.

Defense Travel Management Office
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The Travelers by Country Report will provide the user with a list of travelers that are currently in or planning to travel to a selected QCONUS
country. The report spans 31 days from today and applies to approved Authorizations based on TDY country. Indicated in the report are the
following fields: TANUM, Organization, Traveler Last Name, Traveler First Name, Traveler Middle Initial, TDY Arrival Date, TDY Departure Date,
TOY Lecation City, TDY Location Country, Traveler Email Address, AD Name, AD Email Address, Traveler Service, Grade/Rank, Orgamization Site
Hame, Organization Description, Civilian/Military, Active/Reserve, Present Duty Station Mame, Duty Station City, Duty Station State/Country,
Unit 10.

Travelers By Country Search Criteria

Please Note: ARed Star { * ) indicates a field is required. Only ene of the T fields {sither 1, 2) must be completed.

* Qrganization: | Egt:;tt typing
{minimum of 2 e:
characters) Eﬁrﬁggahonat

Include Sub
Organizations: D

* Country: | Please select a country e

The repert data requested will consist of current data when the search criteria organization field is an erganization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include sub-
organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction

Figure 1012: Travelers b€ountry Search Criteria Screen
Table 167 explains thescreenfields.

Table 167

TRAVELERBY COUNTREARCH CRITERIA DESCRIPTIONS

Field Description

Organization Enter a DTS organization name.

Include Sub Organizations | Check it to include informatiofor subordinate organizations.

Country Use the drop to select a country.

2.2 Routing Reports

z 7

RoutingReportd £ f 26 @2dz (G2 Y2yA(l2N) 6KS NRdziAy3 | OQGAGAGe

2.2.1 Adjustment Report

TheAdjustments Reporprovides a lisof documents that travelers (or others acting on their behalf) modified

during the routing and approval process. Frequent adjustments may be indicator that your travelers may need

more training.
TheAdjustments Reporshows (when applicable) the:

 TraveleMName

T TravelerEmail Address

Defense Travel Management Office 17

27



DTA Manual, Chapter 10: Reports June 23, 2022

Organization
DocumentName
TANUM
Approved Date

= =4 -4 A -

Total Amount Caimed
{1 Date and Time of eachdfustment, withthe! R2dza G 2 NRa bl YS

Follow the steps outlined in Section 2, Numbei8 tb run anAdjustments Report

Figure 1013 shows theAdjustments Report Search Critergcreen.

The Adjustments report will provide the user with a list of documents that have been modified (adjustedfedited) during the routing process for
the date range (within the last 15 months). The report is used by DTAs to identify documents that are being excessively edited and users that
may need assistance with the process. The date range is the date when the actual adjustment or edit that took place - it is the date of the
ADJUSTED stamp or other stamp wsed to create a new version of the document. Indicated in the report are the organization, travelsr, TANUM,
document name, document status, amount and the adjustor.

Adjustments Report Search Criteria

Pleass Hota: ARed Star ( * ) indicates a field fs required.

_‘rfpc:_ument (AL ]
& iration: [Start typing
Cl_rg_am..atlun. 1o get
{minimum of 2 b zstional
characters) rganizational
Access)
Include Sub

Organizations: —

L | - P
Travelerss: [ | Lookup Clearssu

The report data requested will consist of current data when the search criteria organization field iz an organization of 4 characters or more
{regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include subt
organization sslected, the report data reguestad will consist of the most recent data as of the time of the last data extraction

Figure 1013: Adjustment Report Search Criteria Screen
Tale 108 explains the screen fields.

Table 168

ADJUSTMENTERORT SEARCH CRITERIA DESCRIPTIONS

Field Description

Document Type Select the type of documerALL, AUTH, GAUTH, VOHLVCH
to include in the report.

Organization Enter a DTS organization name.

Include Sub Organizations Check it to include information for subordinate organizations.

Defense Travel Management Office 18



DTA Manual, Chapter 10: Reports

June 23, 2022

ADJUSTMENTE&RORT SEARCH CRITERIA DESCRIPTIONS

Field

Show Cost Fields

Description

Check to includadditional cost information.

Start Dateand End Date

Enter (or use the calendar tool to select) the date range to
search.

¢NF St SNR&

{{

9YGSNI G2 fAYAG GKS NBLRZ2NI 2

you must usd_ookupto find it. UseClear SHto remove a SSN.

2.2.2 Routing Status Report

TheRouting Status Repord 6 2 (i K

G $31 08¢ FyYR &i+yRFENR OSNRAAZ2YAD

routing, the next stamp in each document's routing list, and the number of days that have zssedhe
document was last staped. This is good for evaluating the health of your routing process.

TheRouting Status Repohows (when applicable) the:

1

= =4 -4 - A

1

TravelerName

Organization

5 2 O dzY Samé, Dyde (&.9., voucher)

TANUM

Qurrent Status (latest stamppplied)

Awaiting $atus (the next stamp due to be applied)

AppliedDate the Qurrent stamp and théNumber ofDaysSnce

Follow the steps outlined in Section 2, Numbei8 tb run aRouting Status Report

Figure 1014 shows theéRouting Status Report Search Critegereen.

Defense Travel Management Office
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The Routing 5tatus Report will provide the DTA with a list of documents that are awaiting a signature (i.e. in the process of routing to
approval. ) In addition, this report indicates which approving freviewing official has documents that have been routed to them and have been
waiting for a signature for a given number of days. Thers is no date range for thiz report as it provides a list of all documents in an organization
that are currently routing. Included in the report is the organization, traveler name, document type, TANUM, document name, current status,
Current status date, awaiting status, number of days awaiting status.

Routing Status Report Search Criteria

Please Mote: A Red Star | * ) indicates a field is required.

* Document

ALL hd

Type: l !

* Drganization: E:g:-t R
{mirimum of 2 | | Organizational
characters) Access)
Include Sub

Organizations:

o O — T
Official S5H: Lookup Clear SSH
* Mo of Days

Thrashaold:

Figure 1014: Routing Status Report Search Criteria Screen
Table 109 explains the screen fields.

Table 169

ROUTING STATUS REPORT SEARCH CRITERIA DESCRIPTIONS

Field Description

Document Type Select thaype of documen{ALL, AUTH, GAUTH, VOHLVCH
to include in the report.

Organization Enter a DTS organization name.

Include Sub Organizations Check it to include information for subordinate organizations.

w2dzi Ay3 h¥TFA( Entertolimitthe report to documents awaiting action by a
AAy 3t S w2dziAy 3 h T EyoOrhustiuse | 2 d
Lookupto find it. UseClear SSkb remove a SSN.

Start Dateand End Date Enter (or use the calendar tool to select) the date range to
search.
No of Days Threshold Enter the number of days that must have passed (i.e., enter 5

get a report that only includes documents with a current date
stamp at least 5 days old).

2.3 Individual Reports

Individual Reports each have a unique purpose that does not fit into any other report category.

Defense Travel Management Office 20
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2.3.1 POSACK Delinquency Report

ThePOSACK Delinquency Repprbvides data about travel documents that DTS has forwarded for financial
processing, but have not yet received @tha positive acknowledgmenPQSACKor a reject within a specified
number of hours.

You need permission level 5 to run this report.

ThePOSACK Delinquency Repshiows (when applicable) the:

1

= =4 4 -4 -—a -2

1

TraveleName and Last 8SN

TravelerEmail Address

Organizatio

5 2 O dzY SwrénteadOriginal names

TANUM

Documenttype (e.g., voucher), anddjustmentLevel

TransactiorAmount, SubmissiorDate time open,Accountable Station Numbernd Invoice Sequence
DTA ICEmail Address

Follow the steps outlined in Section 2, Numbei8 tb run aPOSACK Delinquency Report

Figure 1615 shows thd?OSACK Delinquency Status Report Search Crierizen.

The Pos Ack Delinguency Report provides a list of all transactions for the selection criteria that are awaiting a response from the supporting
accounting or disbursing system. The report lists all transactions that are in a status of JBLIG SUBMITTED, WOUCHER SUBMITTED, SPP
SUBMITTED, or ADWAMCE SUBMITTED and are awaiting a responze (POS ACK, REJECT, or PAID). There iz no date range for this report as it returns
all documents awaiting an accounting or disbursing response. The DTA configurable hours delinguent should not be set below four days (%6} and
the DTA must also consider their accounting and disbursing system down times, etc. before considering a response as seriously delinguent.

Posack Delinguency Report Search Criteria

Please Mote: ARed Star | * | indicates a field is raquired.

' Report Type: | DELIGATION w |

* Organization: iita.;ttt',fp'i ng

{minimum aof 2 | | SE - ional

characters) rganizationa
Arcess)

Include Sub r
Orgamizations: —

detnqan.
delinguent:

Figure 1615: PosackDelinquency Report Search Criteria Screen

Table 1010 explains the screen fields.
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Table 1610

POSACK DELINQUENCY REPORT SEARCH CRITERIA DESCRIPTION:

Field

Report Type

Description

Select an Obligation (i.e., authorizations) or Payment (i.e.,
vouchers) report.

Organization

Enter a DTS organization name.

Include Sub Organizations

Check it to include information for subordinate organizations.

w2dziAy3a hFTFAC

Enter to limit the report to documents awaiting action by a
AAy3fS w2dziAy3 h T EyoDhustiuse |, 2 d
Lookupto find it. UseClear SSkb remove a SSN.

Start Dateand End Date

Enter (or use the calendar tool to select) the date range to
search.

# of Hours Delinquent

Enter the number of hours that must have passed (i.e., enter 7
to get a report that only includes documentdsnitted at least

72 hours ago).

2.3.2 Unsubmitted Voucher Report

TheUnsubmitted Voucher Reponprovides a list of authorizations and amended authorizations for which no
voucher exists and 5 days have passed since the trip end date. The report alsgschspiherizations or

amended authorizations when vouchers are only @GREATES&atus (e.g., noSIGNEDr T-ENTERBEDWhen

submitting a report, the specified date range must be within the last 24 months and with a maximum date range
of 93 daysNote: Thi report provides information as per the defined requirements. Accessing the current
version of trips may be necessary, in order to obtain more details.

At a minimum, you should run this report on a weekly basis.Uisibmitted Voucher Reporshows (wien
applicable) the:

1

= =4 -4 -4 -—a -2

1

. FASR dzaR Yy

TraveleName
TravelerEmail Address
Organization

52 OdzYy Slagfie Q &
Approved Date
TANUM

TDYDeparture Date and the Number of Days Since the Trip End Date

Amount of Authorization

GKS NBLR2NIQ&a NBadzZ G6az e@2dz gaS¢g GKS

Digital Signaturegpage) to determine any further action.

Findings may show:

1 The amended authorization requires approval preventing vouchexticre.

Defense Travel Management Office

22



DTA Manual, Chapter 10: Reports June 23, 2022

The voucher is created, but not signed eEfitered.
There is no voucher, but travel occurred.

The document is stuck and no other action is possible. Create)XaHelp Ticket

= =4 -4 -2

There is no voucher because travel did not occur. In this situation, the traveler should cancel the trip
indicating with expenses requiring a voucher or without expenses to close out the trip.

Follow the steps outlined in Section 2, Numbes® tb run anUnsubmitted Voucher Report

Figure 1616 shows théJnsubmitted Voucher Report Search Critegareen.

The Unsubmitted Voucher Report will provide the DTAwith a list of autherizations for which vouchers have not been SIGHNED or T-Entered for
routing. The date range is for the end date of the trip {within the last 24 months). Included in the report is the organization, traveler, email,
TAMUM, approved date, decument name, departure date and number of days since the end of the trip.

Unsubmitted Voucher Repert Search Criteria

Please Mote: A Red Star ( * ) indicates a field is required.

{Start typing

* Organization: (minimum of 2 | o get
characters) Organizational
Access)

D Inclede Sub Organizations

* Start Date: ] ==
(mmySdd/yvyy)
(mm/dd/yywy)

* Days Since End of Trip:

The report data requested will consist of current data when the search criteria organization field is an crganizaticn of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include subt
organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction

Figure 1016: Unsubmitted Voucher Repdearch Criteria Screen
Table 1011 explains the screen fields.

Table 1611

UNSUBMITTED VOUCHER REPORT SEARERIABHSCRIPTIONS

Field Description

Organization Enter a DTS organization name.

Include Sub Organizations Check it to include information for subordinate organizations.

Start DateandEnd Date Enter (or use the calendar tool to select) the date ratme
search.
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UNSUBMITTED VOUCHER REPORT SEARERIABHSCRIPTIONS

Field Description
Days Since End of Trip Enter the number of days that must have passed (i.e., enter 5
get a report that only includes trips that ended at least 5 days
ago).

2.3.3 CBA TO Report

TheCBA TO Repoprovides data about trips that charged a CBAdir or rail tickets and TMC fees. You can run
this report one of two ways:

1 IncludeAll Documentshat Charged £€BA
T IncludeOnly Documents with Missing Informatios.g., Ticket Number, Amount)

TheCBA TO Reposhows (when applicable) the:

1 TraveleName and Last &SN

1 TravelerEmail Address

1 Organization

 AOName

T AOEmail Address

1 520dzYSy i Qa emlVoRher)¢e LIS o6
1 TANUM

{ Current Status

i TDY Departure and Return Dates

1 ¢A01SGQa t+FaaSyasSNIblyYS wSO2NR o0t bwOX ¢NIF @St
{ CBA Label

i DTAID Email Address

Follow the steps outlined in Section 2, Numbei8 tb run aCBA TO Repart
Figure 1017 shows theCBA TO Report Search Criteszreen.
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This report provides detailed document information for trips with charges to a CBA account for air or rail tickets and CTO Fees. The search
criteria are for the day of departure date range for a maximum of a 31 day pericd (i.e. one month) and for an organization with all sub-
organizations as an option. The user can specify the report for all trips with a CBA charge or cnly those that are exceptions (missing a ticket
number, an amount, or a ticket date.)

CBA TOD Report Search Criteria

Please Mote: A Red 5tar ( * ) indicates a field is reguired.

* Organization: (Start typing

in to get
{mirimumn of 4 -
characters) | Eﬁrgzglgatmnal

Include Sub
COrganizations: D

* Start Date: '
(mm/ dd/yyyy)

* End Date: =0
(mm7ddlyyyy)

Include: @ Al cBA Documents O

Exceptions Only
The report data requested will consist of current data when the search criteria organization field is an crganization of 4 characters or more

(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include subr
organization selected, the report data reguested will consist of the most recent data as of the time of the last data extraction

Figure 1017: CBA TO RepdBearch Criteria Screen

Table 1012 explains thecreenfields.
Table10-12

CBA TO REPORT SEARCH CRITERIA DESCRIPTIONS

Description

Organization Enter a DTS organization name.

Include Sub Organizations Check it to include information for subordinate organizations.

Start DateandEnd Date Enter (or use the calend#mol to select) the date range to
search.

All CBA Documents Select it to include all documents that charged a CBA.

Exceptions Only Select it to include only documents that charged a CBA and ar

missing key information (e.g., ticket cost).

2.3.4 Debt Management Report

TheDebt ManagementRepord 6 2 i K & [ S3F 0eé¢ FyR aidlyRFENR OSNAA2Y A0
debt to the Government because oDUJE UBTS voucher. Debts remain on the report for 30 days after the
DUEUSvoucher is stampedARCHIVEUBMITTEDMeaning the debt has been satisfied).

You need permission level 6 and thebt Management Monitorindicator set toYESn your profile to run this
report.
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TheDebt Management Reporshows (when applicable) the:

T TravelelNameand Last SN
TravelerEmail Address

5 2 OdzY Slafmg Q &
TANUM

DebtInformation Including

= =4 4 -

o Datelncurred
DateTraveler Notified
OriginalAmount

o O O

Offsetand Collection (g., Payroll Deduction, Writ®ff) History, to Include Stamp Applied,
Date, Amount, Balance Remaining

LastOffset Date, Action, and Amount
CurrentBalance Due
30-Day Status
DaysSince Last Activity
o0 TotalAge of Debt
1 DTA IDEmail Address

o O O o

Follow the steps outlined in Section 2, Numbei$ tb run aDebt Management Report

Figure 1618 shows theDebt Managemat Report Search Criteriacreen.

The Debt Management Report provides the DMWA with the status of all DUE U.S. vouchers for the selected organization in their organizational
access. The debt is tracked from initial approval of the DUE U.S. voucher until the debt is satisfied (Debt amount reduced to zero). Report data
includes each action posted against the debt amount including application of the DUE PROCESS stamp, collection actions received via Advice of
Collection (AOC) and collections manually entered by a DMM, adjustments to the debt including waivers, expense adjustments, out of service
(00S) actions, and debt write-offs Debts remain on the report for 30 days after the Due U.S. travel document is stamped ARCHIVE SUBMITTED.

Debt Management Report Search Criteria

Please Note: ARed Star (') indicates a field is required.

* Organization: g::;tt typing
(minimum of 2 i e

: Organizational
characters) st
Include Sub 0

Organizations:

Include Debt 0

History: -

The report data requested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include sub-
organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction

Figure 1018: Debt Management RepoBearch Criteria Screen

Table 1013 explains thecreenfields.
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Table 1613

DEBT MANAGEMENT REPORT SEARCH CRITERIA DESCRIPTIONS

Field Description

Organization Enter a DT8rganization name.

Include Sub Organizations | Check it to include information for subordinate organizations.

Include Debt History Check it to include the date each stamp was applied to the
document and the balance that remained on that date.

2.3.5 Constructed Travel Report

TheConstructed Travel Repogrovides data on trip costs and cost savings of approved trip requests when a
traveler has use€onstructed Travel

TheConstructed Travel Reposghows (when applicable) the:

TraveleName
Organization
DTAID HEnail
5 2 O dzY 8iafrie,Typed.g.,Voucher)
TANUM
Approved Date
TDY:
o Departureand Return Dates

= =4 4 -4 -—a -8 -

o Actualand Allowable Costs, as Well as the Difference (Delta) Between Them
0 Anlindicator of Whether Approval Override was Used

Follow the steps outlined in 8&on 2.1 to run &onstructed Travel Repart

Figure 1019 shows theConstructed Travel Report Search Critesiereen
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The Constructed Travel report will provide the user with a list of trips that the AD has used the "Limit Reimbursement" feature. A cost
comparison of the Preferred Cest (also known as actual or estimate) versus the Allowable/Limited cost is provided. The date range is for the
Approved date of the document type selected.

Constructed Travel Report Search Criteria

Please Mote: A Red Star ( * ) indicates a field is required.

* Document

Type: |N‘L Vl

* Organization: | | ttgtgre‘cttvping
{minimum of 2 .
characters) Ecrgzglgamnal

Include Sub
Organizations: D

* End Date: \:\ (mim/dd/ yyyy)

The repert data requested will consist of current data when the search criteria erganization field s an erganization of 4 characters or maore
({regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include sub-
organization selected, the report data reguested will consist of the most recent data as of the time of the last data extraction

Figure 1019: Constructed Travel Report Search Criteria Screen
Table 1614 explains the screen fields.

Table 1614

CONSTRUCTED TRAVHRORT SEARCH CRITERIA DESCRIPTIONS

Field Description

Document Type Select the type of documerALL, AUTH, GAUTH, VVOH_VCH
to include in the report.

Organization Enter a DTS organization name.

Include Sub Organizations | Check it to includenformation for subordinate organizations.

Start Dateand End Date Enter (or use the calendar tool to select) the date range to
search.

2.3.6 Hotel Tax Exempt Locations Report

TheHotel Tax Exempt Locations Repatiows approved vouchers that include ba tax exempt TDY location
and one or moreHotel Sales Taron-mileage expense charges.

TheHotel Tax Exempt Locations Repatiows (when applicable) the:

 TraveleMame

I Organization
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1 Selected (or all) Tax Exempt Locations
9 Trip Start and End Dates

Follow te steps outlined in Section 2, Number$ 10 run aHotel Tax Exempt Locations Report

Figure 1620 shows theéHotel Tax Exempt Locations Search Critestaeen.

The Hotel Tax Exempt Expense report shows approved travel vouchers that include a TDY location in the itinerary which is designated as tax
exempt and include one or more Hotel Room Tax or Hotel Sales Tax non-mileage expense charge. If no locations are chosen for the Tax Exempt
Location opticn results will be returned for all locations in the list. The date range on the report refers to the date the expense was incurred.

Hotel Tax Exempt Locations Search Criteria

Please Mote: A Red Star (* ) indicates a field is required.
* Qrganization: | Eitg;tt typing
(minimum of 2 -

5 Organizational
characters) Aooess)

Include Sub
Organizations: D

Tax Exempt Alaska
Locations: Delaware
{multi-select) Florida
Kansas
Louisiana
Massachusetts -
* Start Date: '
{mm/dd /vyl
* End Date: '
{rmmn/ dd /ey

Figure 1620: Hotel Tax Exempt Locations Search Criteria Screen

Table 1615 explains the screen fields.

Table 1615

HOTEL TAX EXEMPT LOCATIONS SEARCH CRITERIA DESCRIPTIONS

Field Description

Organization Enter a DTS organization name.

Include Sub Organizations | Check it to include information for subordinate organizations.

TaxExempt Locatios Select an available TDY location to limit results to that location
or leave blank to return results for all TDY locations.

Start Dateand End Date Enter (or use the calendar tool to select) the date range to
search.
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TheWHOAA Reporallows you to see the authorizations created and approved after the trip start date. The

RFGS N¥y3aS Aa

TheWHOAA Reporshows (when applicable) the:

)l

= =4 4 -4 -—a -2

)l

Travele Name

Organization

AOName and Email Address

oFaSR dzy

idKS

Document nameType(e.g., voucher), TANUM

TripPurpose, Description

ExpenseTotal

I dzi K2NRAT I GA2yQa

Dates Approvedand Trip Start, Plus Number of Days Between Those Dates

Pre-Audit Justification andReason Code

I LILINR @

Follow thesteps outlined in Section 2, Number$ 1o runWhat Happened on Authorization Approval Report

Figure 1621 shows theVHOAA Report Search Criteisareen.

The What Happened On Authorization Approval (WHOAA) report will provide the user with a listing of authorizations that were approved after
trip start date to include corresponding vouchers. The date range is applicable to authorization approved date. (within the last 15 months).
The report includes AQ Organization at Signing, AD First Hame, ADQ Last Hame, AQ Middle Initial, AD Email Address, Organization/Sub-
Organization, Traveler Last Mame, Traveler First MName, TANUM, Document Type, Document Hame, Initial Approval Date, Trip Start Date
(at date/time of Approval), Days between 5Start Date and Approval Date, Trip Purpase, Trip Description, Total Trip Expenses, Pre-Audit

Reason Code, Pre-Audit Justification.

What Happened On Authorization Approval (WHOAA) Report Search Criteria

Please Hote: A Red Star { ® ) indicates a field is reguired.

* Document

o

Type: | ALL
* Organization:
{minimum of 2 |
characters)
Include Sub m
Organizations: —
001 -
002 -
Reason Code: 003
004

Emergency Leave/Emergency Visitation
Uniformed Service Member Evacuation

- Bedside/Casualty Affairs {Invitational)
- Previous AUTH or YCH Manually Abandor ™

‘startDate: [ | {mm/dd/yyyy)

* End Date:

The report data requested will consist of current data when the search criteria organization field is an crganization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include subt
organizaticn selected, the report data requested will consist of the most recent data as of the time of the last data extraction

{Start typing
to get
Organizational
Access)

Figure 1621: WHOAA Report Search Criteria Screen

Table 1016 explains the screen fields.
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Table D-16

WHAT HAPPENED ON AUTHORIZATION APPRONBAAREPORT SEARCH CRITE
DESCRIPTIONS

Field Description

Document Type Select the type of documenAUTH VCH to include in the
report.

Organization Enter a DTS organization name.

Include SulOrganizations Check it to include information for subordinate organizations.

Reason Code Select one or more Reason Code to include in the report.

Start Dateand End Date Enter (or use the calendar tool to select) the date range to
search.

2.4 CTO Travel Related Reports

TheCTO Travel Related Repogpsovide information about travel and lodging associated with a traveler's TDY
or a TDY document.

2.4.1 FPLP/FEMA Report

The FPLP/FEMA Repoprovides limited lodging data for documents that belong t@am more organizations.
Specifically, the report identifies whether or not a selected property participates ifr¢keral Premier Lodging
Program (FPLRd is approved by thEederal Emergency Management Agency (FEMA)

The FPLP/FEMA Reposhows (when pplicable) the:

TraveleName

Organization

TDYLocation

52 OdzY Slagfie Q &

TDYDeparture ad Return Date

EachLodgh Y3 t NRPLISNIIieQa bl YS IyR [20F0GA2Y
T  Whether It Is AAPLRParticipantand FEMAApproved

= =4 -4 -4 -—a -2

Follow the steps outlined in Section 2, Numbe$ tb run aFPLP/FEMA Report
Figure 1622 shows thé-PLP/FEMA Report Search Critestaeen.
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Figure 1622: FPLP/FEMA Report Search Criteria Screen

Table 1617 explains the screen fields.

Table 1617

FPLP/FEMREPORT SEARCH CRITERIA DESCRIPTIONS

Description

Organization Enter a DTS organization name.

Include Sub Organizations | Check it to include information for subordinate organizations.

Start Dateand End Date Enter (or use the calendamol to select) the date range to
search.

2.4.2 Reason Codes

TheReason Code Repoprovides data on trips by travelers who needed to enter reason codes for various
actions such as not using GSA city pair contract flights or required lodging types,dqusartwo. The report

also provides the justifications they entered for their selections. This report lists all instances of every reason
code and justification.

TheReason Code Repostiows (when applicable) the:
1 TraveleName

1 Organizatiorand Component
1 520dz¥SyiQa bl yYS
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